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NAC COO Ds IN ATOR POSETION

JOB DESCRH’TEON
Title: NAC Coordmator Full Ttme

_'Our mission is. bc_a_‘s_e' in t;he ,_OIIi_ey/Lfagqn-isl c‘_lea__’fcé#ed t:o "p’ray’r’dé_' ézséfécaﬂce to
_residents  citywide, connect people with needed resources and information,

-bridge cult:ural and - Ianguage gaps, ermch IIVes, strengthen Famr!:es, and: sustain |

S commumt:es

: Po_stnon S_u‘m_marv:‘ '

: 3Nelghbdfliood Ad\'fi'sory. Committee (NAC) is an extension of the Division of Housing and
L Commumty Development (DHCD) of the City of Ph11adelph1a, the purpose of which is.to
organize communities, prornote housmg programs, and prov1de information to residents. This

" information is prov1ded through various methods, mcludmg Service Area Briefings (commumty

- meetmgs), quarterly newsletter, socxal medxa ete.

-The NAC Coordmator w111 report to hls/her agency superwsor The NAC Coordmator is
- primarily respon51bIe for targeting low-moderate income people aid in the prevention or.
- . elimination of homelessness; and/or meet community needs having a partlcular urgency with
régards to housing, They will bé respons1bie for zmplementmg all activities under the contract

. with DHCD.

- _Resbonsﬂnhtl'es; '

.' The NAC Coordmator 18 respon31ble to provide ne1ghborhood citizens with adequate cpportumty
o part1c1pate in: 11e1ghborhood level planning; contribute to the direct delivery of services: by City

“sponsored] progams and to be the representative organization to provide 1nformat1on and -
 assistance on the activities within the NAC boundartes :

" NAC activities and Programs:.

- = - Promote City housing programs and d1ssemmate information and track referrals and services. -

= Conduct. Mortgage and Real Estate outreach prevention -
= Promote programs and services of the organization he/she works for.
= Organize and facilitate quarterly Service Area Briefings (SAB) community meetmgs in the
- target area, on a toplc related to, home preservation, tax relief programs, addressing blight
ete..
. = Facilitate educa‘mon ‘workshops associated with NAC programs.
= Actively link organizations and institutions to the community.
~ = Have knowledge of the ne1ghborhood and the resources within its target area.
= Keep neighborhood resource directory updated and distributed.
= Attend regular neighborhood-wide community meetings
s Organize and recruit block captains and hold quarterly meetmgs to dxscuss nelghborhood-
wide issues.
= Organize Zoning meetmgs to encourage citizen participation on an as-needed basis. Follow
© up with letters to the Z “*tng Board of Adjustments.
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= Prepare and publish a quarterly newslotter promotmg the actmtles of the NAC and services
of the City - : . : .

= - The Agency Service area annual Parade or Festival:

1. Assist in recruiting volunteers =
2. Participate in the planning committee
3. Carry out related tasks

Nezghborhood Condzz‘zons: R T
T Actively identify and keep a log of vacant fot and abandoned structures.
Promote greening, gardening and gardening education.

Administrative Reportmg

1. Submit a monthly report, staff activities and issues requmng DHCD attentwn
2. Report the number of people receiving services monthly. :
3 Prepare and dlstrlbute mlnutes for the NAS. meetmgs

AH other tasks assxgned by hlS/hCI' superv1sor

'Dlsclalmer
The above statements are intended to describe the general nature and level of work being

performed by employees assigned to this classification. They are not intended to be construed as
an exhaustive list of ail responsibilities, duties and/or skills required of all personnel so classified.
This job description may change because of i mstructlons of the funder, amount of fundmg and/or

at the begmmng of the contract year.
GPASS wﬂl accept resumes until the posmon is filied. Send.
resumes and cover letter to

eklm ASSPE.Org -

: Greatsr,PhiIadeiﬁﬁis Asian Social Service Center

4943 N 5% street, Philadelphiapa 19120
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